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Issued  June,  1926 


New  Haven  College  of  the  Young  Men's  Christian 

Association    is   incorporated   under  the    law?   of   Connecticut. 

Its  administrative  offices  are  at  50  Howe  Street,  New  Haven,  Connecticut. 


ACADEMIC  CALENDAR 
1926-27 
First  Semester: 

Registration  of  Students   September  1-20 

Examinations   for    Entrance,    Removal   of   Conditions, 

and  Advanced  Standing  September  7-10 

Senior  and  Junior  Class  Sessions  begin  September  20 

Freshman. and  Soptiomore  Class  Sessions  begin  September  27 

Thanksgiving  Day  (classes  omitted)    November  25 

Christmas  Holidays  begin  December  18 

Class  Sessions  resume  January     2 

Mid-year  Examinations  commence   January  17 

Second  Semester: 

Class  Sessions  begin  January  31 

Washington's  Birthday  (classes  omitted)   February  22 

Final  Examinations  commence    May  23 

Dates  of  Baccalaureate  Service  and 
Commencement  Exercises  to  be  announced 


OFFICE  HOURS 

Daily  Saturday 

8:30  A.  M.  TO  5:30  P.  M.  8:30  A.  M.  TO  12:00  Noon 

Evenings 

6:30  P.  M.  lo  9:30  P.  M. 

(except  July   I   to  August   14) 

Other  hours  by  affointrnent 


INTERVIEWS 


Prospective  students  or  those  desiring  advice  and 
counsel  in  regard  to  any  part  of  the  school  work  or  curri- 
cula are  offered  a  personal  interview  with  the  Dean  or  the  Director 


NEW  HAVEN  COLLEGE 

INCORPORATED 


Trustees 


D.  Spencer  Berger,  Chairman 

Milton  C.  Mapes,  Vice-Chairman 

Walter  H.  Crittenden,  Secretary 

George  H.  Bedell,  Treasurer 
Herbert  D.  Ackley  Ralph  E.  Herman 

George  F.  Barnes  Franklin  J.  Kennedy 

Starr  H.   Barnum,   2nd  Harry  B.  Kennedy 

Frank  A.  Brainerd  Frederick  J.   Kingsbury 

Clarence  W.  Bronson  Mangel  W.  Rice 

Samuel  C.  Bushnell  Earle  B.  Seeley 

Charles  S.  Campbell  Orrin  S.  Spencer 

John  R.  Demarest  James  B.  Thvving 

Charles  W.  Dunlop  Burton  P.  Twichell 

George  S.  Hawley  Harry  R.  Westcott 


Board  of  Governors 

Milton  C.  Mapes,  Chairman 
Allerton  F.  Brooks  Henry  P.  Hass 

Ralph   L.   Cheney  George  S.  Hawley 

Wallace  DeLaney  Ralph  E.  Herman 

Samuel  W.  Dudley  Charles  J.  Stuart 

Stuart  W.  Finlay  Burton  P.  Twichell 

George  B.  Wuestefeld 


Officers  of  Administration 

John  A.  Brodhead,  M.E.,  Lehigh  University 
Director 

Samuel  W.  Tator,  B.S.  in  E.,  University  of  Pennsylvania 

Associate  Director  in  Charge  of  the  Defartment  of  Commerce  and  Finance 

Harold  E.  Smith,  B.S.,  Yale  University 

Assistant  Director  in  Charge  of  the  Defartment  of  Engineering 

Lincoln  B,  Hale,  Yale  Universit>' 
Assistant  Director  in  Charge  of  the  Prefaratory  School 


DEPARTMENT  of  COMMERCE  and.  FINANCE 
Samuel  W.  Tator,  B.S.  in  E.,  Dean 

Staff  of  Instruction 

Adolph  Henry  Armbruster,  A.B.,  M.B.A.,  Accounting 

Norman  Sydney  Buck,  Ph.D.,  Business  Administration 

Louis  St.  Clair  Burr,  Real  Estate  Fundamentals 

Herbert  Van  Arzdale  Clemens,  Railroad  Accounting 

James  Edward  Conner,  Jr.,  LL.B.,  Real  Estate  Law 

Paul  Smith  Gates,  Ph.B.,  Accounting 

William  Edwin  Hilliard,  B.A.,  Auditing 

Sidney  Lockwood  Lyon,  A.B.,  English 

Don  Mohler  Neiswanger,  B.A.,  M.B.A.,  Railroad  Trans  for  tation 

George  Olin  Nye,  B.C.S.,  Accounting 

Roy  Linwood  Parsell,  B.S.,  Industrial  Management 

Ralph  Hebard  Rogers,  M.A.,  English 

Joseph  Frederic  Sharp,  B.A.,  Salesmanship 

Wesley  Alba  Sturges,  LL.B.,  J.D.,  Business  Law 

Samuel  Wesley  Tator,  B.S.  in  E.,  Business  Finance 

Truston  Peery  Wadsworth,  B.S.,  Railroad  Economics 

RoLFE  Andrews  Weston,  B.A.,  C.P.A.,  Accounting 


S fecial  Lectures  to  be  given  in  ig2  6-2y  by 
Champe  S.  Andrews,  Director  of  Sales,  National  Folding  Box  Co. 
Lewis  H.  Bronson,  Vice-Pres.,  The  Bronson  and  Townsend  Co. 
G.  G.  Butler,  Supt.  Freight  Trans.,  New  York,  New  Haven  &  Hartford 

Railroad  Co. 
J.  A.  Droege,  Gen'l  Mgr.,  New  York,  New  Haven  and  Hartford  Railroad 

Co. 
A.  H.  Fairfield,  Statistician,  New  York,  New  Haven  and  Hartford  Railroad 

Co. 
W.  F.  FoLLETT,  Asst.  Sig.  Engr.,  New  York,  New  Haven  and  Hartford  Rail- 
road Co. 
H.  P.   Hass,  Asst.  to  Mech.  Engr.,  New  York,  New  Haven  and  Hartford 

Railroad  Co. 
James  W.  Hook,  Pres.,  Geometric  Tool  Co. 
Harry  C.  Knight,  Vice-Pres.  and  Gen'l  Mgr.,  The  Southern  New  England 

Telephone  Co. 
R.  W.  Maney,  State  Sec'y,  Connecticut  Association  of  Credit  Men. 
C.  A.  Mitchell,  Supt.,  New  York,  New  Haven  and  Hartford  Railroad  Co. 
John  E.  Parker,  Pres.,  The  Parker-Smith  Co. 
R.   L.   Pearson,  Egr.,   Maintenance  of  Way,  New  York,  New   Haven  and 

Hartford  Railroad  Co. 
Edwin  Pugsley,  Factory  Mgr.,  Winchester  Repeating  Arms  Co. 
E.  E.  Regan,  Gen'l  Supt.,  New  York,  New  Haven  and  Hartford  Railroad 

Co. 
Cari.kton  H.  Stevens,  Clark,  Hall  and  Peck. 
C.  J.  Stuart,  Factory  Mgr.,  L.  Candee  &  Co. 
G.  Harold  Welch,  Pres.,  New  Haven  Credit  Men's  Association. 
R.  H.  Whitehead,  Vice-Pres.  and  Gen'l  Mgr.,  New  Haven  Clock  Co. 


HISTORY  AND  GENERAL  STATEMENT 

New  Haven  College,  recently  incorporated  by  officials  of  the  New- 
Haven  Young  Men's  Christian  Association,  succeeds  the  New  Haven 
Division  of  Northeastern  University.  The  New  Haven  Division 
which  was  founded  in  1920  had  an  initial  enrollment  of  225  students 
and  each  year  there  has  been  a  steady  increase  until  the  enrollment  of 
1925-26  numbered  572,  including  students  in  the  School  of  Com- 
merce and  Finance,  the  Engineering  Institute,  and  the  Preparatory 
School. 

As  soon  as  the  high  quality  of  work  at  Northeastern  was  recog- 
nized and  its  ability  to  meet  a  real  need  had  been  demonstrated,  the 
Sheffield  Scientific  School  of  Yale  University  showed  a  spirit  of  gen- 
erous co-operation  by  placing  at  the  disposal  of  the  faculty  and  stu- 
dents the  well  adapted  class  rooms,  drafting  rooms,  and  laboratory 
equipment  in  the  several  Yale  buildings,  including  Winchester  Hall, 
North  Sheffield  Hall,  and  Dunham  Electrical  Laboratory.  During 
the  past  year  nearly  all  of  the  classes  have  been  held  in  these  build- 
ings. The  steady  development  of  this  educational  enterprise  on  a] 
sound  basis  has  been  greatly  facilitated  by  the  active  interest  and  in- 
valuable counsel  of  the  Yale  authorities. 

The  establishment  of  New  Haven  College,  as  a  local  and  inde- 
pendent institution  is  the  result  of  an  exhaustive  study  and  a  careful 
survey  of  the  educational  needs  of  the  employed  men  and  women  of 
New  Haven  and  vicinity.  The  program  of  evening  instruction  offers 
mainly  courses  in  commerce  and  finance  and  in  engineering,  includ- 
ing junior  college  courses. 

Under  the  same  general  administration  there  will  be  conducted  a 
preparatory  school  for  college  entrance  and  general  high  school  train- 
ing. An  extension  department  will  offer  short  term  or  highly  special- 
ized courses  of  a  business,  technical,  and  cultural  nature  to  individuals, 
business  houses,  clubs,  churches,  and  industrial  organizations.  These 
extension  classes  will  be  set  up  and  operated  at  the  most  convenient 
times  and  places. 
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DEPARTMENT  OF  COMMERCE  AND  FINANCE 

The  evening  courses  offered  by  the  Department  of  Commerce 
and  Finance  of  New  Haven  College  have  been  selected  and  developed 
to  meet  the  needs  of  young  men  and  women  who  desire  to  attain  ad- 
vancement and  leadership  in  particular  fields  of  business  endeavor. 

It  is  an  established  fact  that  year  after  year  many  young  men  and 
women  find  it  necessary  to  seek  employment  either  before  or  imme- 
diately following  graduation  from  high  school.  They  are  prevented 
from  securing  a  college  education  which  they  are  qualified  to  pursue. 
After  several  years  some  of  these  young  men  and  women  discover 
that  they  have  apparently  reached  a  point  where  further  advancement 
is  impossible  without  specialized  training.  Others  find  that  they  are 
forced  to  continue  in  positions  not  conducive  to  their  well-being  and 
happiness  because  they  have  not  acquired  the  necessarv  specialized 
training  to  open  the  door  to  new  fields  of  opportunity. 

The  primary  objective  of  New  Haven  College  is  to  provide  the 
opportunity  whereby  these  young  men  and  women  can  secure  through 
evening  courses  of  study  the  training  and  education  which  will  enable 
them  to  render  the  largest  possible  service  and  to  make  the  most  of 
life. 

To  accomplish  this  object  courses  have  been  developed  covering 
one,  two,  three,  or  more  years  of  specialized  study  to  meet  the  needs 
of  men  and  women  according  to  their  age,  experience,  position,  and 
requirements.  These  courses  have  been  planned  with  a  two-fold  pur- 
pose: 

First,  to  give  an  organized  scientific  knowledge  of  the  basic  principles 
and  conditions  underlying  business; 

Second,  to  co-ordinate  the  teaching  of  basic  principles  with  classroom  in- 
struction so  intensely  practical  and  workable  that  the  student  may 
gain  an  intimate  knowledge  and  understanding  of  the  everyday 
task  at  which  he  is  now  employed  or  which  he  may  later  encounter. 

THE  FACULTY 

The  teaching  staff  is  made  up  of  men  selected  in  part  from  the 
faculty  of  Yale  University  and  in  part  from  successful  New  Haven 
industrial  and  commercial  concerns  and  from  professional  life.  Each 
member  of  the  faculty  has  demonstrated  by  his  past  teaching  experi- 
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ence  his  particular  fitness  for  conducting  the  course  he  now  directs, 
and  all  sincerely  desire  to  assist  by  every  possible  means  in  the  ad- 
vancement of  their  students. 

SPECIAL  LECTURERS 
A  number  of  outstanding  business  and  professional  men  of  this 
city  have  pledged  their  co-operation  in  connection  with  courses  offered 
by  the  Department  of  Commerce  and  Finance  during  the  school  year 
1926-27.  Each  of  these  men  will  deliver  at  least  one  lecture  cover- 
ing a  subject  in  which  he  is  or  has  been  practically  engaged  and  the 
lecture  will  be  delivered  before  the  class  which  is  studying  that  par- 
ticular phase  of  business  activity.  A  partial  list  of  these  special  lec- 
turers is  given  on  page  4. 

TUITION  EXPENSES 

Since  New  Haven  College  is  organized  upon  a  non-profit  basis, 
tuition  charges  are  fixed  as  low  as  possible  and  are  within  the  reach  of 
most  young  men  and  women. 

A  number  of  scholarships  are  awarded  each  year  through  competi- 
tive examinations.  Some  of  these  scholarships  are  offered  by  the  Col- 
lege, others  by  industrial  and  public  service  companies. 

CLASS   ROOM   FACILITIES 

Through  the  co-operation  of  the  Sheffield  Scientific  School  of 
Yale  University,  practically  all  instruction  is  given  in  the  commodious, 
well-heated,  lighted,  and  ventilated  class  rooms  and  lecture  halls  of 
the  Sheffield  Scientific  School.  Assemblies  of  the  student  body  are 
also  held  here. 

COURSES  AVAILABLE 
The  educational  program  of  the  Department  of  Commerce  and 
Finance  has  been  arranged  with  the  definite  aim  of  providing  sub- 
jects to  fit  the  particular  needs,  as  far  as  possible,  of  men  and  women 
engaged  in  the  various  business  enterprises  of  the  communitv.  These 
subjects  have  been  classified  as  shown  on  page  9  under  the  following 
major  headings: 

Accounting  English  Finance 

Distribution  Economics  Business  Law 

Business  Management  Real  Estate 
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WHO  ARE  SERVED 

A  knowledge  of  the  subjects  included  in  the  above  groupings  will 
be  of  special  value  to  those  connected  with  such  types  of  enterprises 
and  organizations  as  the  following: 

Banking  Houses  Contracting  Firms 

Insurance  Agencies  Public  Service  Companies 

Brokerage  Offices  Manufacturing  Concerns 

Mortgage  Houses  Lawj^-ers 

Branch  Houses  Teachers 

Real  Estate  Firms  Architects 

Wholesale  Houses  Associations 

Retail  Concerns  Clubs 

Commission  Merchants  Engineering  Firms 

National  Distributors  Accounting   Firms 
Investment  Houses 

Executives  such  as  general  managers,  office  and  sales  managers, 
department  heads,  treasurers,  accountants,  cashiers,  comptrollers, 
credit  men,  and  officers  of  corporations  will  find  special  subjects  of 
particular  value  to  them.  These  men  by  virtue  of  their  positions  must 
be  constantly  in  touch  with  the  most  recent  business  trends,  as  well  as 
the  developments  and  experiences  of  others  engaged  in  similar  activi- 
ties. 

Junior  executives  whose  daily  work  requires  an  ever  increasing 
exercise  of  independent  judgment,  discretion,  and  executive  ability 
will  find  it  possible  to  increase  their  efficiency  by  pursuing  a  special- 
ized course  of  study  based  upon  these  subjects. 

College  graduates,  representing  men  and  women  engaged  in  pro- 
fessional work,  such  as  engineering,  law,  medicine,  teaching,  or  in 
various  business  enterprises,  will  find  it  possible  to  supplement  their 
previous  cultural  or  technical  education  with  a  more  adequate  back- 
ground of  business  and  economic  training. 

Finally,  routine  and  clerical  workers,  salesmen,  production  man- 
agers, and  others  who  desire  to  better  their  status  and  to  prepare  for 
advanced  positions  requiring  executive  and  managerial  skill  may  pur- 
sue a  specialized  course  of  study  to  meet  their  individual  needs. 
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UNIT  SUBJECTS  MAY  BE  ELECTED 

Students  may  register  for  one  or  two  unit  subjects  without  enroll- 
ing for  the  specialized  courses  of  one,  two,  or  three  years.  Satisfac- 
tory evidence  that  through  previous  education  and  business  experience 
the  person  is  able  to  pursue  successfully  the  course  is  all  that  is  re- 
quired for  enrollment  as  a  special  student.  The  following  is  a  classi- 
fied list  of  the  subjects  scheduled  for  the  school  year  1926-27.  Addi- 
tional subjects  may  be  added  to  this  list  and  if  so,  will  be  announced 
before  the  opening  of  the  fall  term. 


Accounting  {A) 

Elements  of  Accounting  (A  1-2) 
Corporation  Accounting  (A  3-4) 
Accounting  Systems   (A- 5) 
Managerial  Accounting  (A-6) 
Advanced  Accounting  Problems 

(A  7-8) 
Cost  Accounting   (A  9- 10) 
Auditing   (A  11-12) 
Income  Tax  Procedure  (A-13) 
C.  P.  A.  Problems  (A- 14) 
Railroad  Accounting  (A  15-16) 

Distribution  (D) 

Merchandising  Principles  (D  I-2) 
Advertising  Principles  (D-3) 
Salesmanship  (D-4) 
Retail  Selling  (D-5) 

English  (E) 

English  for  Business  (E-i) 
Business  Reports  (E-2) 
Public  Speaking   (E-3) 

Economics  (Ec) 

Business  Economics  (Ec  1-2) 
Business  Statistics   (Ec-3) 
Economics  of  Transportation 

(Ec-4) 
Railroad  Transportation   (Ec  5-6) 


Finance  (F) 

Money  and   Banking   (F-i    ) 
Business  Finance   (F-2) 

Business  Law  (L) 

Law  of  Contracts  and  Agency 

(L-i) 
Law  of  Business  Associations  (L-2) 
Law  of  Sales  and  Commercial  Pa- 
pers (L-3) 
Law  of  Property,  Bankruptcy, 
and  Suretyship  (L-4) 

Management  (M) 

Business  Administration  (M  1-2) 
Industrial  Management  (M-3) 
Personnel  Management  (M-4) 
Credits  and  Collections  (M  5-6) 
Business  Management  Problems 

(M  7-8) 
Retail    Store    Management 
(M  9-10) 

Real  Estate   (R  E) 

Real  Estate  Fundamentals  (RE-i) 
Real  Estate  Selling  (R  E-2) 
Real  Estate  Law  (R  E-3) 

Note:  Double  consecutive  num- 
bers represent  full  year  subjects  and 
single  numbers  one  semester  only. 
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SPECIALIZED  COURSES  OF  STUDY 

In  the  three  year  courses  described  below,  emphasis  is  placed  upon 
providing  a  comprehensive  as  well  as  a  highly  specialized  training  in 
the  dominant  lines  of  advanced  business  education  of  college  rank 
and  quality.  While  many  men  and  women  find  it  profitable  to  regis- 
ter for  one  or  more  unit  subjects  only,  the  chief  function  of  New 
Haven  College  is  to  offer  a  larger  opportunity  of  extended  training 
for  a  business  career.  The  co-ordinated  subjects  outlined  in  the  three- 
year  curricula  of  Accountancy  and  Business  Administration  are 
selected  for  this  purpose.  A  diploma  of  Graduate  in  Accountancy  or 
in  Business  Management  will  be  awarded  to  those  who  complete  sat- 
isfactorily the  prescribed  course. 

ACCOUNTANCY 

The  young  man  or  woman  who  attempts  to  enter  the  modern  busi- 
ness world  without  specialized  knowledge  and  ability  will  indeed  find 
the  road  to  success  thorny  and  progress  slow.  Moreover,  it  is  true 
that  the  person  who  is  only  a  specialist  cannot  hope  to  reach  the  com- 
manding positions  in  industry  and  business.  The  three-year  curricu- 
lum outlined  below  provides  the  practical  training  required  to  become 
a  successful  accountant  and  at  the  same  time  furnishes  a  foundation 
for  education  in  general  business  subjects  so  necessary  in  the  develop- 
ment of  business  men  of  vision  and  understanding. 

First  Year 
First  Semester  Second  Semester 

English  for  Business  Law  of  Contracts  and  Agency 

Business  Economics  Business  Economics 

Elements  of   Accounting  Elements  of  Accounting 

Second  Year 

Corporation  Accounting  Corporation   Accounting 

Law  of  Business  Associations  Law  of  Sales  and  Commercial  Papers 

Money   and    Banking  Business   Statistics 

Third  Year 

Advanced  Accounting  Problems  Advanced  Accounting  Problems 

Cost  Accounting  or  Auditing  Cost  Accounting  or  Auditing 

Law   of   Property,    Bankruptcy,  Business   Finance 
and  Suretyship 
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BUSINESS   MANAGEMENT 

The  person  preparing  for  an  administrative  and  executive  posi- 
tion should  gain  an  understanding  of  the  principles  of  each  of  the 
major  business  departments.  A  broad  knowledge  of  such  widely  sepa- 
rated business  processes  as  Accounting,  Finance,  Production,  and  Mar- 
keting has  become  a  necessity.  The  following  three-year  course  is  in 
many  respects  best  adapted  to  meet  the  educational  needs  of  most 
young  men  or  women  in  business.  It  is,  besides,  well  suited  for  the 
man  who  is  not  entirely  certain  in  which  direction  his  chief  ability  lies. 


First  Semester 
English    for   Business 
Business  Economics 
Elements  of  Accounting 

Corporation  Accounting 
Law  of  Business  Associations 
Public    Speaking 

Money  and  Banking 
Marketing  Principles 
Personnel  Management 


First  Year 

Second  Semester 
Law  of  Contracts  and  Agency 
Business   Economics 
Elements  of  Accounting 

Second  Year 

Corporation  Accounting 

Law  of  Sales  and  Commercial  Papers 

Business   Statistics 

Third  Year 

Business   Finance 
Marketing   Principles 
Industrial  Management 


TWO-YEAR  COURSES 

A  number  of  two-year  courses  of  study  have  also  been  developed 
to  give  specialized  training  in  the  fields  of  credit  management,  retail 
store  management,  industrial  management,  salesmanship,  and  rail- 
road transportation.  In  addition  there  is  a  two-year  general  course 
for  business  men.  Satisfactory  completion  of  a  prescribed  two-year 
course  is  evidenced  by  a  Certificate  of  Proficiency. 
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CREDIT  MANAGEMENT  GROUP 

Both  in  regard  to  subjects  required  and  hours  of  work,  this  two- 
year  course  has  been  organized  to  meet  the  requirements  of  the 
National  Institute  of  Credit  for  its  Junior  Certificate.  Upon  success- 
ful completion  of  all  the  subjects  as  outlined,  a  certified  record  will  be 
sent  to  the  National  Institute  of  Credit.  A  Junior  Certificate  will 
then  be  issued  to  the  successful  applicant  without  further  examination. 
The  student  will  also  be  entitled  to  receive  from  New  Haven  College 
a  Certificate  of  Proficiency. 

First  Year 


First  Setnester 
English  for  Business 
Business  Economics 
Elements  of  Accounting 

Credits   and   Collections 
Money   and    Banking 
Law   of   Property,   Bankruptcy, 
and  Suretyship 


Second   Year 


Second  Semester 
Law  of  Contracts  and  Agency 
Business    Economics 
Elements  of  Accounting 

Credits  and  Collections 
Business   Finance 
Business  Reports 


RETAIL  STORE  MANAGEMENT 
The  subjects  listed  below  will  be  of  special  value  to  men  and 
women  who  are  employed  in  retail  establishments.  Careful  considera- 
tion has  been  given  in  the  arrangement  of  this  course  to  the  needs  of 
laying  first  a  broad  foundation  of  the  general  principles  applicable  to 
business  as  a  whole.  The  courses  offered  in  the  first  year  aim  to  meet 
this  need.  The  second  year  subjects  are  arranged  to  give  specialized 
instruction  in  the  field  of  Retail  Store  Management.  Satisfactory 
completion  of  this  course  will  be  recognized  by  a  Certificate  of  Pro- 
ficiency. 

First  Year 


First  Semester 
Business    Economics 
English    for   Business 
Marketing   Principles 

Retail   Store  Management 

Advertising 

Salesmanship 


Second  Year 


Second  Semester 
Business    Economics 
Public   Speaking 
Marketing   Principles 

Retail   Store  Management 

Retail   Selling 

Law  of  Contracts  and  Agency 
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INDUSTRIAL  MANAGEMENT 

A  two-year  course  is  oflFered  to  meet  the  needs  of  engineers  and  of 
those  occupying  supervisory  positions  in  industry  whose  past  educational 
training  has  been  mainly  in  technical  production.  The  aim  of  this 
course  is  to  provide  that  knowledge  of  the  general  basic  principles 
underlying  the  management  of  business  which  is  vitally  essential  for 
the  proper  conduct  of  such  enterprises.  One  or  more  subjects  in  busi- 
ness law,  business  statistics,  and  accounting  may  be  substituted  when 
the  applicant  shows  that  he  has  previously  covered  material  offered  in 
this  course,  or  credit  may  be  allowed  toward  a  Certificate  of  Pro- 
ficiency. 

First  Year 
Firsi  Semester  Second  Semester 

Business  Economics  Business  Economics 

English   for   Business  Law  of  Contracts  and  Agency 

Elements  of  Accounting  Elements  of  Accounting 

Second   Year 
Cost    Accounting  Cost  Accounting 

Personnel    Management  Business  Finance 

Business  Management  Problems  Industrial  Management 

TWO  YEAR  SALESMANSHIP  COURSE 
There  is  probably  no  phase  of  business  activity  which  ofi^ers  a  more 
remunerative  return  than  salesmanship.  Furthermore,  reward  for  the 
successful  salesman  comes  usually  without  delay.  Development  of 
personality  and  confidence  plus  instruction  in  the  scientific  principles 
involved  should  be  the  fundamental  aim  of  any  course  for  salesmen. 
The  Certificate  of  Proficiency  in  Salesmanship  will  be  awarded  upon 
satisfactory  completion  of  the  course. 

First  Year 

First  Semester  Second  Semester 

English   for   Business  Public   Speaking 

Business  Economics  Business   Economics 

Advertising  Law  of  Contracts  and  Agency 

Second  Year 
Marketing   Principles  Marketing   Principles 

Salesmanship  Business  Letters  and  Reports 

Law  of  Business  Associations  Law  of   Property,   Bankruptcy, 

and  Suretyship 
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SPECIAL   TWO-YEAR    COURSE 
FOR  THE  BUSINESS  MAN 

This  course  will  be  of  special  interest  to  men  who  need  a  short  and 
comprehensive  course  in  the  fundamentals  of  Economics,  Principles  of 
Business,  and  the  Business  Law  pertaining  thereto.  It  comprises  a 
common  knowledge  of  the  elements  of  law,  the  requisites  of  a  con- 
tract, principles  of  sound  banking,  the  law  of  sales  and  negotiable  in- 
struments, principles  of  good  business,  the  law  relating  to  property, 
bankruptcy,  debtor,  and  creditor,  and  the  elements  of  business  account- 
ing. All  of  these  are  explained  carefully  by  experienced  practical  law- 
yers, economists,  and  accountants.  The  two-year  course  gives  the  fun- 
damentals that  every  business  man  needs. 

First  Year 

First  Semester  Second  Semester 

Law  of  Contracts  and  Agency  Law  of  Business  Associations 

Business  Economics  Business  Economics 

Money  and  Banking  Business  Finance 

Second   Year 
Business  Management  Problems  Business  Management  Problems 

Elements  of  Accounting  Elements  of  Accounting 

Law  of  Sales  and  Commercial  Paper?  Law   of   Property,    Bankruptcy, 

and   Suretyship 


RAILROAD  TRANSPORTATION  AND  ACCOUNTS 

A  Two-Year  Course  Leading  to  a  Certificate 

In  view  of  the  fact  that  railroad  transportation  is  one  of  our  great- 
est industries  and  that  the  whole  fabric  of  the  economic  structure  is 
dependent  upon  the  proper  co-ordination  of  the  transportation  and 
other  productive  systems,  it  is  peculiarly  fitting  that  an  opportunity 
should  be  given  to  men  who  desire  training  for  the  higher  clerical  or 
junior  executive  positions  in  transportation  companies. 

The  railroad  course  is  so  planned  that  the  student  may  on  its  com- 
pletion follow  either  the  course  in  Business  Management  or  that  in 
Professional  Accounting.  Beginning  with  the  class  entering  in  the 
fall  of  1926,  the  following  subjects  consisting  of  twenty-four  semes- 


Department  of  Commerce  and  Finance  15 

ter  hours'  credit  are  required  for  the  completion  of  this  course,  and 
for  the  Certificate  of  Proficiency. 

First  Year 
First  Semester  Second  Semester 

Elements   of   Accounting  Elements   of  Accounting 

Business    Economics  Business   Economics 

English   for   Business  Economics  of  Transportation 

Second  Year 

Corporation  Accounting  Corporation   Accounting 

Railroad   Accounting  Railroad  Accounting 

Railroad  Transportation  Railroad  Transportation 


SPECIAL  ONE-YEAR  REAL  ESTATE  COURSE 

The  fundamentals  of  Real  Estate  Science  have  been  carefully 
formulated  in  a  basic  course.  This  course  has  been  outlined  and  set 
up  in  co-operation  with  the  New  Haven  Real  Estate  Board,  guided  by. 
the  recommendations  of  the  National  Board  of  Realtors.  The  course 
embodies  the  following  subjects,  satisfactory  completion  of  which  will 
be  evidenced  by  a  certificate: 

First  Term  Second   Ter?n 

Real  Estate  Practice  Real   Estate   Selling 

Business  Economics  Business  Economics 

English  for  Business  Real  Estate  Law 


OTHER  SPECIALIZED  ONE-YEAR  COURSES 

Frequently  business  and  professional  men  seek  a  short  intensive 
course  in  Business  Law,  Business  Management,  Accounting,  or  other 
subjects,  covering  briefly  the  essential  underlying  principles.  Special 
attention  has  been  given  to  this  need  of  business  and  professional  men 
by  the  Department  of  Commerce  and  Finance  in  developing  its  eve- 
ning courses.  The  Director  of  the  Department  will  by  appointment 
arrange  schedules  to  meet  the  particular  needs  of  those  interested  in 
these  courses. 


i6  New  Haven  College 

DESCRIPTION  OF  COURSES 

The  letters  and  numerals  following  the  title  of  each  course  indi- 
cate the  classification  and  number  of  that  course.  The  following  key 
is  used: 

A  Accounting  F  Finance 

D  Distribution  L  Business  Law 

E  English  M  Business  Management 

Ec  Economics  RE  Real  Estate 

All  full-year  courses  are  numbered  with  a  double  consecutive 
number  and  all  semester  courses  with  a  single  number.  The  adminis- 
tration reserves  the  liberty  of  changing  or  alternating  the  order  of 
courses  within  the  curriculum  and  of  omitting  or  substituting  courses 
without  previous  notice.  Since  all  courses  are  not  given  each  year, 
students  should  consult  the  schedule  of  classes  for  information  about 
courses  offered  during  the  present  year. 

The  college  reserves  the  right  to  withdraw  in  any  year  any  elective 
or  special  course  for  which  less  than  twenty  enrollments  have  been  re- 
ceived. Students  affected  by  such  withdrawals  will  be  permitted  to 
choose  some  other  course,  or  in  case  of  special  students,  a  full  refund 
of  all  tuition  and  other  fees  will  be  made. 

ACCOUNTING  (A) 

The  fundamental  purpose  of  the  following  courses  is  to  meet  the 
needs  of  those  who  aspire  to  the  profession  of  accounting,  or  of  those 
who  must  use  accounting  as  a  tool  of  administration  and  management. 
The  instruction  is  planned  with  the  view  of  giving  the  student  a  thor- 
ough working  knowledge  and  technical  skill  in  accounting  principles, 
methods,  and  systems,  and  of  developing  the  ability  to  analyze  and 
solve  business  problems  scientifically. 

Elements  of  Accounting  (A  1-2) 

Two  hours  each  week  throughout  the  year.  Credit,  4  semester  hours. 
This  course,  the  introduction  to  the  study  of  Accounting  thoroughly  acquaints 
the  student  with  the  purpose  of  accounting.  He  is  asked  to  study  the  bal- 
ance sheet  and  the  statement  of  profit  and  loss  before  attempting  to  make  a 
complete  record  of  accounts.     Accounting,  as  usually  taught  in  its  elemen- 
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tary  state,  calls  for  a  large  amount  of  monotonous  detail  which,  when  once 
mastered,  becomes  uninteresting.  The  more  modern  method  used  in  this 
course  follows  the  plan  of  acquainting  the  student  with  the  importance  of 
the  statement  and  the  balance  sheet  as  reflecting  the  conditions  of  a  business. 
The  content  of  this  course  is  as  follows:  Scope  of  accounting;  import- 
ance and  purpose  of  accounting;  financial  statements;  simple  forms  of  balance 
sheet  and  profit  and  loss  statement;  theory  of  accounts;  principles  of  debit 
and  credit;  business  papers;  books  of  original  entry;  general  journal;  sales 
journal;  purchase  journal  and  simple  columnar  work  without  controlling 
accounts;  cash  receipts  journal;  cash  payments  journal;  posting  and  trial 
balance;  preparation  of  advanced  form  of  statements;  closing  of  books;  ad- 
justment entries;  mixed  accounts;  depreciation;  accruals;  deferred  items; 
simple  reserve  accounts;  capital  versus  expense  charges;  advanced  columnar 
records  with  controlling  accounts;  partnership  accounting  with  set;  and  con- 
signments. 

Corporation  Accounting  (A  3-4) 

Two  hours  each  week  throughout  the  year.  Credit,  4  semester  hours. 
This  course  is  a  continuation  of  Accounting  A  1-2.  Problems  illustrating 
the  principles  and  practices  of  accounting  are  assigned  for  home  work,  and 
supplementary  reading  on  the  theory  of  accounts  is  required  each  week.  The 
following  subjects  are  considered:  The  corporation;  voucher  systems  and 
factory  costs;  the  balance  sheet  and  principles  of  valuation;  aspects  and 
causes  of  depreciation;  methods  of  calculating  and  accounting  for  deprecia- 
tion; cash,  mercantile  credits,  and  merchandise  inventory;  temporary  invest- 
ments; accrued  and  deferred  items;  permanent  investments;  wasting  and 
intangible  assets;  current,  contingent,  and  fixed  liabilities;  capital  stock; 
profits;  surplus  and  reserves;  dividends;  sinking  funds;  profit  and  loss  sum- 
mary; liquidation  of  a  corporation;  combinations  and  consolidations;  domes- 
tic branch  houses;  foreign  branch  houses;  suspense  accounts;  fire  losses;  busi- 
ness statistics;  private  books;  building  expenses;  income;  consolidated  bal- 
ance sheet;  accounts  and  reports  of  receivers  and  trustees;  condensed  balance 
sheet  and  income  statement;  surplus  statement;  adjusting  and  closing  journal 
entries;  mergers;  fire  losses;  preferred  stock;  insurance  policies;  reorganiza- 
tion of  corporation;  consolidations  and  mergers;  statement  of  afi'airs  and 
deficiency  accounts;  and  realization  and  liquidation  account. 

Accounting  Systems  (A-5) 

Two  hours  each  week  during  one  semester.     Credit,  2  semester  hours. 

This  course   shows  the  application  of   accounting  systems   to   accounting 
problems   in  various   types  of  business.     The   student   is  assigned   numerous 


1 8  New  Haven  College 

problems  which,  concern  the  following  representative  types  of  business  and 
other  organizations:  Hotels  and  restaurants;  municipal  accounting;  commis- 
sion merchants;  department  stores;  cotton  mills;  refineries;  building  and  loan 
associations;  fire  and  life  insurance  companies;  land  development  companies; 
lumber  manufacturing  concerns;  coal  mines;  and  oil  producing  companies. 
Local  conditions  and  interests  of  the  class  may  necessitate  the  substitution 
of  other  typical  business  enterprises  in  place  of  some  of  the  above  concerns. 
Important  features  relating  to  each  type  of  business  are  presented  in  connec- 
tion with  that  business.  For  example,  under  hotels  and  restaurants  the  va- 
rious plans  of  organization,  special  cash  systems  and  accounting  for  all  rooms 
are  subdivisions  of  the  subject  to  be  considered.  Under  municipal  account- 
ing the  nature  of  public  corporations  and  their  organization;  municipal 
finance;  classification  of  accounts;  budget  accounts  and  accounting  records 
and  forms  are  given  consideration. 

Managerial  Accounting  (A-6) 

Two  hours  each  week  during  one  semester.     Credit,  2  semester  hours. 

This  course  is  designed  primarily  for  those  who  expect  to  engage  in 
administrative  and  managerial  occupations.  In  the  administrative  activities 
of  business  it  is  desirable  to  have  a  classification  of  policies  and  procedure  and 
the  fixing  of  responsibility  for  the  performance  of  each  class  of  activity. 

This  course  embraces  a  study  of  the  following  topics:  Characteristic 
features  of  standards  and  records  and  their  relation  to  the  business  manage- 
ment; organization  for  controllership,  and  for  accounting,  statistical,  and 
budgetary  control;  office  management;  administrative  reports;  standard  forms 
for  balance  sheet  and  income  and  expense  statement;  analysis  and  interpre- 
tation of  financial  statements;  standards  and  records  for  operation  and  con- 
trol of  purchases,  sales,  traffic,  production,  cost  finding,  materials,  labor  and 
manufacturing  expense,  personnel,  plant  and  equipment,  and  branch  houses; 
accounting  for  control  of  investments,  and  liabilities;  classification,  alloca- 
tion, and  control  of  expense  disbursements;  financial  and  credit  control; 
budget  summaries;  partnership  and  corporation  records,  and  accounts;  control 
of  profits,  and  their  distribution. 

Advanced  Accounting  Problems  (A  7-8) 

Two  hours  each  week  throughout  the  year.     Credit,  4  semester  hours. 

This  course  is  intended  for  those  who  are  preparing  for  the  work  of  the 
junior  accountant  and  the  C.  P.  A.  examination  and  is  required  of  all  stu- 
dents in  the  Accounting  curriculum.  Throughout  the  course  the  selection  of 
problems  from  representative  types  of  business  is  made.     The  student's  solu- 
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tions  are  graded  and  returned  so  that  he  may  benefit  from  a  careful  review 
by  the  instructor.  Considerable  time  is  given  to  open  discussion  of  the  prob- 
lems. 

The  more  advanced  phases  of  accounting  are  taken  up  in  this  course,  such 
as  individual  proprietorship;  partnership;  division  of  profits;  admission  of 
new  partner;  dissolution  and  liquidation  of  partnership;  organization  of  cor- 
porations; capital  stock;  corporation  bonds;  surplus,  dividends,  and  reserves; 
corporation  statements;  manufacturing  statements;  dissolution  and  reorganiza- 
tion of  corporations;  agency  and  branch  accounting;  foreign  branch  account- 
ing; consolidated  balance  sheets;  profit  and  loss  statements;  statements  of 
resources  and  their  application;  statement  of  afi'airs  and  deficiency  accounts; 
realization  and  liquidation  accounts;  profit  and  loss  adjustments  as  between 
years;  property  accounts  and  depreciation  adjustments;  inventories  and  ad- 
justments; insurance  and  loss  adjustments;  mathematical  and  actuarial  prob- 
lems; fiduciary  accounting;  club;  and  institutional  accounting. 

Cost  Accounting  (A  9-10) 

Two  hours  each  week  throughout  the  year.     Credit,  4  semester  hours. 

The  object  of  this  course  is  to  acquaint  the  student  with  the  principles 
and  practices  of  Cost  Accounting  as  related  to  industrial  enterprises.  The 
one  principal  aim  which  is  kept  in  the  foreground  is  that  of  showing  the 
close  relationship  between  Accounting  and  Management.  The  course  en- 
deavors to  outline  and  present  in  logical  and  systematic  order  the  essential 
steps  in  cost  procedure  for  industrial  enterprises  of  every  nature. 

An  outline  of  the  course  follows:  The  philosophy  of  costs;  analysis  of 
conditions,  including  a  survey  of  production  methods  and  physical  plant; 
elements  of  cost;  organization  line  of  authority;  production  departments; 
non-producing  departments;  labor  costs;  pay  roll  analysis  and  distribution; 
methods  of  wage  payment;  purchasing  department;  material  costs;  stores; 
depreciation;  analysis  of  overhead  factors;  direct  and  indirect  overhead; 
control  accounts;  work  in  process;  production  reports;  power  costs;  main- 
tenance costs;  deferred  and  accrued  items;  standard  units  of  measurement; 
administrative  and  selling  costs;  classification  of  cost  accounts;  property  rec- 
ords; use  of  graphs  in  presenting  cost  data;  relation  of  interest  and  cost  fig- 
ures; the  use  of  mechanical  equipment  in  cost  work;  and  cost  statements. 

In  connection  with  the  above,  numerous  problems  are  assigned  to  the 
student  for  home  work.  Since  they  are  based  on  the  case  method,  these 
problems  require  the  practical  application  of  theories  outlined  in  the  lectures 
and  textbooks. 
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Auditing  (A  1 1-12) 

Two  hours  each  week  throughout  the  year.     Credit,  4  semester  hours. 

The  course  deals  with  auditing  problems  as  applied  to  a  wide  range  of 
organizations  and  business  enterprises.  It  is  a  combination  of  lectures, 
quizzes,  and  problem  work,  the  problems  being  based  upon  C.  P.  A.  ques- 
tions and  covering  balance  sheet  audits;  complete  audits;  continuous  audits; 
special  examinations;  the  audit  of  balance  sheet  accounts;  the  audit  of  expense 
accounts;  analysis  of  accounts;  the  mechanical  work  of  auditing  special  types 
of  business,  including  mercantile,  manufacturing,  and  financial  institutions, 
clubs,  and  insurance  companies;  and  the  preparation  of  audit  programs  and 
reports. 

Income  Tax  Procedure  (A-13) 

Two  hours  each  week  during  one  semester.     Credit,  2  semester  hours. 

A  problem  course  is  here  offered  in  federal  and  state  taxation  embracing 
the  practical  application  of  the  1921  and  1924  Revenue  Acts.  The  working 
out  by  the  student  of  a  series  of  problems  covering  the  preparation  of  returns 
for  both  the  state  and  federal  taxes  affecting  corporations,  partnerships,  pub- 
lic service  utilities,  and  individuals  is  required.  Attention  to  claims,  credit, 
and  abatements  is  given.  Particular  emphasis  will  be  paid  to  regulations  now 
in  force. 

C.  P.  A.  Problems  (A-14) 

Two  hours  each  week  during  one  semester.     Credit,  2  semester  hours. 

This  course  is  a  continuation  of  the  Advanced  Accounting  Problem  Course 
(A  7-8)  and  involves  more  advanced  problems,  embodying  many  of  the  sub- 
jects considered  in  that  course.  Several  of  the  most  difficult  problems  of 
recent  C.  P.  A.  examinations  are  assigned  for  home  work  and  class  discus- 
sion. These  problems,  through  their  complexity  and  diversity  of  subject 
matter,  serve  as  a  thorough  and  final  review  of  the  whole  field  of  accounting. 

In  addition  to  such  major  subjects  as  consolidated  balance  sheets  and 
statements,  liquidation  accounts,  dissolution,  reorganization  and  statements  of 
affairs,  this  course  gives  attention  to  professional  ethics  and  practices,  man- 
agement of  accounting  offices,  and  the  relationship  of  the  accountant  to 
other  professions. 

Railroad  Accounting  (A  15-16) 

This  course  will  embody  a  survey  of  the  organization  and  functions  of 
the  Accounting  Department  of  a  railroad.  Freight,  passenger  and  miscella- 
neous revenues  will  be  analyzed.      Disbursements  will  be  studied  with  the 
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view  of  distinguishing  properly  between  items  which  are  expenses  of  opera- 
tion and  those  which  are  capital  expenditures.  The  accounting  involved  in 
the  federal  valuation  of  railroads  will  be  reviewed. 

In  the  case  of  freight  revenues  particular  attention  will  be  given  to  a 
discussion  of  tariff  classifications,  interline  settlements  rendered  and  received, 
division  of  revenue,  agents'  accounts,  and  the  general  office  audit.  The  dis- 
cussion of  passenger  revenues  will  cover  the  accounts  required  and  the  audit 
of  receipts  from  local,  trip,  commutation,  and  zone  tickets;  conductor's  col- 
lections; and  other  train  earnings,  such  as  those  of  mail,  baggage,  and  express 
shipments,  and  from  dining  cars. 

The  discussion  of  the  accounting  records  and  vouchers  needed  in  con- 
nection with  disbursements  will  deal  particularly  with  the  items  of  materials 
and  labor  and  their  distribution  as  between  maintenance  of  way  and  struc- 
tures, maintenance  of  equipment,  additions  and  betterments,  and  other  dis- 
tributions. 

The  course  will  also  include  a  study  of  the  general  books,  the  accounts 
recorded  therein,  and  the  compilation  of  balance  sheets,  profit  and  loss  and 
income  statements. 


DISTRIBUTION  (D) 
Merchandising  Principles  (D  1-2) 

Two  hours  each  week  throughout  the  year.     Credit,  4  semester  hours. 

The  aim  of  this  course  is  to  aid  the  student  in  building  up  a  theory  and 
an  understanding  of  the  basic  principles  of  the  distribution  of  commodities. 

The  course  introduces  the  student  to  a  study  of  the  objectives  of  mer- 
chandising and  the  results  to  be  derived  from  aggressive,  economical  sales 
efi"ort.  The  student  differentiates  between  types  of  commodities  and  analyzes 
the  motives  which  prompt  consumers  to  buy  various  types  of  goods.  Through- 
out the  course  the  student  sees  clearly  the  procedure  in  handling  significant 
merchandising  problems. 

Advertising  Principles  (D-3) 

Two  hours  each  week  during  one  semester.     Credit,  2  semester  hours. 

This  course  is:  (i)  for  those  those  who  are  interested  in  advertising 
as  a  profession;  (2)  for  advertising  men  who  need  to  perfect  their  knowl- 
edge of  the  field  and  qualify  for  advancement;  (3)  for  merchants  and  others 
engaged  in  distribution  who  wish  to  co-ordinate  their  selling  plans  with 
advertising;  and  (4)  for  business  or  professional  men  who  wish  to  apply  the 
principles  of  advertising  to  their  own  business. 
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The  course  embraces  a  study  of  the  following  topics:  Problems  and  scope 
of  advertising;  place  of  advertising  in  business;  analysis  of  the  problem; 
methods  of  investigation  for  facts  and  data;  analysis  and  selection  of  appeals; 
determining  the  value  of  appeals  through  the  analysis  of  human  nature  and 
by  field  tests;  sex  and  class  differences;  suggestive  advertising;  argumentative 
advertising;  truth  in  advertising;  headlines;  illustrations;  size  of  advertise- 
ments; color;  layout  and  typography;  trade-marks;  packages,  cartons,  and 
labels;  consideration  of  mediums;  magazines;  newspapers;  direct  mail  mate- 
rials; street  car  cards;  posters  and  miscellaneous  mediums;  and  special  fields 
of  advertising  such  as  national,  retail,  foreign,  and  financial  advertising. 

Salesmanship  (D-4) 

Two  hours  each  week  during  one  semester.     Credit,  2  semester  hours. 

This  course  shows  the  student:  (i)  how  to  apply  the  principles  of 
salesmanship;  (2)  how  to  solve  sales  problems  in  wholesale,  retail  and 
specialty  fields;  (3)  how  to  handle  selling  difficulties;  (4)  how  to  apply  a 
knowledge  of  human  nature  to  business  problems;  (5)  how  to  cultivate  a 
strong  and  interesting  personality;  and  (6)  the  application  of  psychology  to 
sales  conditions.  Much  attention  is  given  in  the  course  to  the  personal 
development  of  the  salesman,  methods  for  analyzing  the  goods,  the  buyer, 
the  field  of  work,  and  the  sales  processes. 

The  following  is  a  brief  outline  of  the  course:  The  psychology  of  sell- 
ing; factors  in  selling;  knowing  the  goods;  analyzing  human  nature;  plan- 
ning the  sales  approach  and  talk;  winning  the  customer's  confidence;  obtain- 
ing an  audience;  arousing  the  customer's  interest;  creating  desire;  securing 
favorable  decision  and  action;  handling  objections;  closing  the  sale;  and 
holding  the  trade. 

Retail  Selling  (D-5) 

Two  hours  each  week  during  one  semester.     Credit,  2  semester  hours. 

Selling  at  retail  is  a  course  the  express  purpose  of  which  is  to  show  how 
retail  selling  is  done  in  respect  to  every  detail.  The  student  has  always 
before  him  the  technique  and  selling  experiences  of  the  most  successful  sales- 
people. The  course  gives  onlv  the  tried  and  practical  ideas  that  have  actually 
proven  effective.  In  addition,  at  each  session,  demonstration  sales  are  held 
in  order  to  give  the  students  the  actual  practice  which  makes  for  perfection. 

These  demonstrations  will  show  how  to  overcome  the  chief  difficulties 
that  arise  in  connection  with  retail  selling  and  will  be  participated  in  by 
everv  member  of  the  class. 
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The  following  topics  are  discussed: 

The  Selling  Situation  Opening  a  Sale 

The  Sizing  up  of  Customers  Arousing   Interest 

Handling  Customers  Display  of  Goods 

Varieties  of  Customers  The  Selling  Talk 

Courtesy  and  Interest  Objections  and  How  to  Meet  Them 

Patience  and  Memory  of  Names  Closing  a  Sale 

Knowledge  of  the  Merchandise  If  the  Customer  Does  Not  Buy 

Stock  and  Its  Care  After  the  Sale 


ENGLISH  (E) 

English  for  Business  (E-i) 

Two  hours  each  week  during  one  semester.     Credit,  2  semester  hours. 

The  effective  use  of  English  is  an  integral  part  of  the  modern  business 
man's  training.  In  his  daily  conversations  and  written  communications  the 
executive  must  constantly  bear  in  mind  the  accepted  standards  of  business 
usage.  Business  English  is  not  distinct  from  literary  English,  but  its  appli- 
cation demands  a  different  method  of  presentation. 

This  course  aims  to  develop  the  student's  command  of  the  language  so 
that  he  may  express  his  ideas  and  opinions  clearly  and  forcefully.  Oral 
English  is  regarded  in  this  course  as  of  equal  importance  with  written.  The 
individual  requirements  of  the  student  are  carefully  analyzed,  and  his  defi- 
ciencies corrected. 

Clearness  of  exposition  and  forceful  presentation  of  the  subject  material 
are  qualities  which  are  stressed  throughout  the  course.  These  qualities  of 
style  are  an  essential  part  of  the  successful  business  man's  equipment. 

As  far  as  possible  all  the  written  and  oral  reports  will  be  related  to  cur- 
rent business  literature  and  problems.  The  selection  of  assigned  readings 
will  include  magazine  articles  and  books  which  broaden  the  student's  back- 
ground and  give  him  a  keener  insight  into  business  life  and  its  literature. 

Business  Reports  (E-2) 

Two  hours  each  week  during  one  semester.     Credit,  2  semester  hours. 

In  all  functions  of  administration  and  management,  the  business  report 
is  a  practical  necessity.  The  results  of  months  of  effort  and  work  are  fre- 
quently summed  up  in  a  report.  The  average  business  man,  executive, 
and  junior  accountant  has  given  little  thought  and  less  attention  to  the  prin- 
ciples and  practices  of  report  writing,  and  consequently  many  inefficient  and 
half-developed  reports  are  the  result.  A  good  report  calls  for  a  clear,  force- 
ful, and  logical  presentation  of  objective  data,  a  conception  of  the  conditions 
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under  which  it  is  to  be  used,  and  a  careful  and  systematic  analysis  of  the 
conditions  as  revealed  by  the  data. 

This  course  will  give  major  emphasis  to  the  assembling  of  data;  the 
planning  and  presentation  of  data;  the  form  and  display  of  a  report;  the 
construction  and  style  of  a  report;  the  use  of  graphs  and  charts;  the  use  of 
opinions;  drafting  recommendations  and  conclusions;  and  the  presentation 
of  the  report. 

Throughout  the  course  regular  written  assignments  of  report  writing 
will  be  required.  These  reports  must  be  outlined,  carefully  planned,  and 
written  in  accordance  with  the  basic  laws  of  unity,  coherence,  and  emphasis. 
All  papers  and  reports  are  read  for  the  quality  of  the  English  and  for  the 
clearness  of  the  presentation  and  organization  of  the  material.  They  will 
cover  the  fields  of  accounting,  marketing,  and  management,  and  will  be 
based  upon  actual  cases  found  in  those  fields. 

Public  Speaking  (E-3) 

Two  hours  each  week  during  one  semester.     Credit,  2  semester  hours. 

Effective  speech  helps  in  every  phase  of  life.  It  is  an  art  that  can  be 
acquired  and  applied  in  business  activity.  Clear  thinking,  coherent  presen- 
tation of  ideas  and  ability  to  express  these  ideas  convincingly,  are  primary 
requisites  in  any  sphere  of  life. 

This  course  is  essentially  a  laboratory  one  in  which  effective  speaking  is 
developed  by  practice  and  a  study  of  speaking  qualities.  It  will  show  how 
to  acquire  self-confidence,  prepare  a  speech,  remember  what  to  say,  pronounce 
correctly,  avoid  ordinary  errors  in  English,  improve  delivery,  make  talks 
impressive  and  convincing,  get  action,  use  suggestion,  and  how  to  develop 
essentials  of  leadership. 


ECONOMICS  (Ec) 

Business  Economics  (Ec  1-2) 

Two  hours  each  week  throughout  the  year.     Credit,  4  semester  hours. 

This  course  aims  to  give  an  understanding  of  the  foundational  princi- 
ples and  organization  of  modern  business  and,  an  acquaintance  with  the  out- 
standing economic  and  financial  problems  of  the  day.  Economics  as  presented 
in  this  course  is  recognized  as  a  foundation  upon  which  the  science  of  busi- 
ness is  built.  The  course  endeavors  to  give  the  student  a  clear  idea  of  the 
problems  and  forces  which  most  vitally  concern  business  men,  and  to  furnish 
the  essential  equipment  of  a  well-educated  modern  business  man. 
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Such  important  economic  topics  as  consumption,  distribution  of  wealth, 
production,  money  and  banking,  labor,  rent,  capital,  wages,  interest,  and 
profits  are  carefully  considered. 

Business  Statistics  (Ec-3) 

Two  hours  each  week  during  one  semester.     Credit,  2  semester  hours. 

The  purpose  of  this  course  is  to  aid  the  student  in  the  development  of 
the  use  of  statistical  methods  and  their  application  to  business  problems.  In 
order  that  the  business  man  may  determine  current  policies,  he  must  have  an 
appreciation  of  the  developments  which  are  likely  to  take  place  in  the  ensu- 
ing month.  A  forecast  calls  for  the  essential  facts  of  the  past,  as  well  as  a 
comprehensive  view  of  the  present.  An  analysis  of  statistics  graphically  pre- 
sented will  assist  materially  the  executive  in  a  study  of  probable  future  trends 
and  in  drawing  sound  conclusions,  so  that  he  is  able  to  present  facts  more 
readily  and  accurately  to  his  associates  and  superiors.  In  addition  to  a  study 
of  collection,  presentation,  and  analysis  of  data,  this  course  emphasizes  the 
business  cycle,  the  use  of  graphs  in  presenting  business  data,  and  statistics  as 
applied  to  the  sales,  purchasing,  production,  accounting,  and  financial  depart- 
ments. Special  attention  is  given  to  the  use  of  statistics  in  presenting  facts 
for  policy  making. 

Economics  of  Transportation  (Ec-4) 

Two  hours  each  week  during  one  semester.     Credit,  2  semester  hours. 

The  course  in  Economics  of  Transportation  will  include  the  following: 
The  historical  development  of  railroads  in  the  United  States,  correlating  this 
development  with  present  industrial  and  economic  conditions;  a  study  of 
railroad  rates  and  the  economic  problems  involved;  a  study  of  the  transpor- 
tation act  of  1920,  including  consolidation;  and  factors  in  valuation.  The 
student  should  gain  such  a  knowledge  of  railroad  economics  as  to  enable  him 
to  understand  the  rate  structure,  public  regulation,  economic  advantages  and 
disadvantages  of  consolidations,  the  transportation  act  of  1920  and  certain 
aspects  of  valuation. 

Railroad  Transportation  (Ec  5-6) 

Two  hours  each  week  throughout  the  year.     Credit,  4  semester  hours. 

Railroad  Organization,  including  the  description  and  the  functioning  and 
relationship  of  the  various  departments.  Executive,  Legal,  Traffic,  Account- 
ing, Purchasing  and  Operating,  and  a  further  analysis  of  the  sub-divisions 
in  the  Operating  Department  and  their  inter-relationship,   including  a  dis- 
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cussion  of  the  advantages  and  disadvantages  of  the  departmental  and  division 
form  of  organization  will  be  considered  in  this  course. 

A  practical  feature  of  the  course  includes  a  discussion  of  the  railroad 
plant,  including  fundamental  factors  involving  location  of  railway  line,  such 
as  Roadway  and  Track,  Signals,  Locomotives,  Freight  Cars,  Passenger  Cars,. 
Freight  Station  Design,  Freight  Station  Operation,  Passenger  Station  Design, 
Passenger  Station  Operation,  Yard  Location,  Yard  Design,  Yard  Operation, 
Passenger  Train  Operation,  Freight  Train  Operation,  Train  Rules,  Car  Ser- 
vice, and  Arrangement  of  Service. 


FINANCE  (F) 
Money  and  Banking  (F-i) 

Two  hours  each  week  during  one  semester.     Credit,  2  semester  hours. 

A  basic  course  presenting  an  understanding  of  the  working  principles 
of  money  and  banking  and  their  relationship  to  the  operation  and  adminis- 
tration of  business  is  here  presented. 

The  following  subjects  are  covered:  Pecuniary  system  in  relation  to 
economic  and  social  standards;  regulation  of  government  currency;  nature 
and  functions  of  credit;  financial  structures;  credit  instruments;  foreign  in- 
vestment trusts;  stock  exchanges;  trust  companies  and  modern  financial  sys- 
tem; functions  of  savings  institutions;  the  operation  of  a  commercial  bank; 
financing  of  foreign  trade;  commercial  banking  system;  commercial  bank  in 
relation  to  business  cycles;  government  regulation  of  banking;  the  Federal 
Reserve  System;  the  War  and  the  Federal  Reserve  System;  and  financial 
integration. 

Business  Finance  (F-2) 

Two  hours  each  week  during  one  semester.     Credit,  2  semester  hours. 

The  stability  and  success  of  nearly  every  business  is  dependent  upon  the 
accuracy  and  decisive  judgment  used  in  the  management  of  its  financial 
affairs.  A  study  is  made  in  this  course  of  the  financial  policies  involved  in 
the  organization  and  management  of  business  and  industrial  enterprises,  as 
follows:  Financial  and  general  considerations  involved  in  beginning  a  busi- 
ness; general  methods  of  raising  fixed  capital;  valuation  of  intangibles; 
financing  changes  in  ownership;  financing  the  expansion  of  development; 
financing  doubtful  undertakings;  customer,  employee,  and  co-operative 
ownership;  borrowing  from  the  bank;  open  market  borrowing;  use  of  the 
trade  acceptance;  miscellaneous  methods  of  raising  capital;  financial  aspects 
of  purchasing   goods;    cost   and    finance;    financial   aspects   of   selling   goods; 
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the  administration  of  earnings;  and  financial  involvements  including  adjust- 
ments, receiverships,  bankruptcies,  and  reorganizations. 

BUSINESS  LAW  (L) 

Law  of  Contracts  and  Agency  (L-i) 

Two  hours  each  week  during  one  semester.     Credit,  2  semester  hours. 

This  course  is  designed  to  give  the  student  a  knowledge  of  the  relation- 
ship existing  between  business  and  the  law.  Acquaintance  with  the  basic 
principles  of  law  as  applied  to  business  will  help  the  business  man  to  formu- 
late sound  plans,  anticipate  legal  difficulties,  and,  if  necessary,  secure  the 
needed  legal  advice  and  counsel. 

The  instruction  aims  to  acquaint  the  student  with  the  fundamentals  of 
contractual  relations  in  business  as  affected  by  various  classes  of  contracts; 
offer  and  acceptance;  consideration;  validity  of  assent;  construction;  opera- 
tion; legality;  and  discharge.  In  the  study  of  agency  attention  is  given  to 
appointments  of  agents;  ratification  of  an  agreement  with  an  agent;  mutual 
rights  and  duties;  authority  of  the  agent;  the  liability  of  the  agent  to  third 
parties;  and  how  agencies  may  be  terminated.  Much  of  the  work  of  this 
course  is  based  upon  cases  and  discussion  of  their  relationship  to  business 
problems. 

Law  of  Business  Associations  (L-2) 

Two  hours  each  week  during  one  semester.     Credit,  2  semester  hours. 

The  association  of  men  together  in  business  enterprises  is  necessary  and 
in  many  cases  is  largely  the  successful  factor  back  of  the  enterprise.  This 
course  endeavors  to  acquaint  the  student  with  the  legal  factors  involved  in 
the  forming  of  business  associations. 

The  study  of  Partnership  includes  partnership  contract;  firm  name;  cap- 
ital and  property;  mutual  rights  and  obligations  of  partners;  the  partnership 
and  third  parties;  and  dissolution  of  partnership. 

Corporation  law  takes  up  the  consideration  of  the  formation  of  the  cor- 
poration; stock  and  the  stockholders;  directors  and  officers;  powers  of  cor- 
porations; foreign  corporations;  and  dissolution  of  corporations. 

Law  of  Sales  and  Commercial  Papers  (L-3) 

Two  hours  each  week  during  one  semester.     Credit,  2  semester  hours. 

The  same  purposes  that  underlie  Course  L-i  are  kept  before  the  student 
in  this  course.  The  student  studies  the  application  of  law  to  business  in  a 
manner  that  makes  the  subject  quite  real  to  him  as  an  asset  in  his  training. 
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Bailments  and  Carriers  embody  a  study  of  the  classes  of  bailees;  rights 
and  liabilities;  bills  of  lading  and  warehouse  receipts. 

The  study  of  Sales  involves  parties;  subject  matter;  price;  form;  war- 
ranties; transfer  of  titles;  rights  of  third  parties;  performances  of  contracts; 
and  remedies  of  breach. 

Consideration  is  given  in  Negotiable  Instruments  to  the  provisions  affect- 
ing negotiability;  consideration;  acceptor;  endorsements;  payments;  dis- 
honor; protest  and  discharge. 

Under  Banks  a  study  is  made  of  the  fundamental  banking  laws  as  related 
to  business. 

Law  of  Property,  Bankruptcy,  and  Suretyship  (L-4) 

Two  hours  each  week  during  one  semester.     Credit,  2  semester  hours. 

Property  acquaints  the  student  with  such  considerations  as  the  difference 
between  real  and  personal  property;  law  of  fixtures,  estates  in  real  property; 
fee  simple;  life  estates;  landlord  and  tenant;  estates  in  trust;  mortgages; 
easements;  title  by  deed;  title  by  descent  and  devise;  administration  of 
estates;  and  conveyance. 

In  the  study  of  Bankruptcy  the  purpose  of  the  bankruptcy  law  and  its 
effect  upon  business  is  studied.  In  addition,  the  following  subjects  are 
reviewed;  acts  of  bankruptcy;  voluntary  and  involuntary  bankruptcy;  receiver 
and  trustee  proof;  claims;  dividends;  compositions;  duties  and  rights  of  a 
bankrupt;  his  exemptions;  and  his  discharge. 

The  study  of  Suretyship  involves  guaranty  and  surety  bonds;  liability 
of  guarantors,  and  when  they  cannot  be  held;  their  rights  after  being  held 
liable;  surety  bonds  given  by  employees,  trustees,  corporations,  and  receivers. 


BUSINESS  MANAGEMENT  (B) 

The  principles  of  organization  and  management  of  business  en- 
terprises remain  practically  constant  in  all  types  of  business.  With  the 
complex  and  rapidly  changing  conditions  of  modern  business,  the 
functions  of  administration  and  management  must  be  clearly  defined 
and  maximum  economies  effected.  Through  the  problem  approach, 
these  courses  aim  to  train  the  student  to  supplant  guess  work  and  trial 
and  error  processes  with  organized  and  scientific  knowledge  thus  de- 
veloping management  ability. 
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Business  Administration  (M  1-2) 

Two  hours  each  week  throughout  the  year.     Credit,  4  semester  hours. 

This  course  is  designed  as  an  introductory  survey  of  the  whole  field  of 
Business  Management  and  Administration.  In  this  study  the  student  becomes 
acquainted  with  the  outstanding  features  of  the  work  of  the  executive  and 
the  relationships  of  the  various  functions  operating  within  the  business  unit. 
The  student  is  first  introduced  to  the  underlying  economic  principles  of 
business  management  and  administration.  Later,  he  studies  those  factors 
which  the  business  manager  must  control  and  how  this  control  is  to  be 
accomplished. 

In  addition  to  the  intial  brief  presentation  of  concrete  economic  princi- 
ples, the  course  proceeds  by  a  discussion  method  employing  questions,  prob- 
lems, and  cases  to  acquaint  the  student  with  the  three  broad  problems  of 
business,  viz.,  namely: 

1.  The  establishment  of  policies  with  the  setting  of  goals. 

2.  The  planning  and  setting  up  of  an  organization  to  carry  out  these 
policies  in  order  to  arrive  at  the  goals. 

3.  The  operating  or  managing  of  the  organization  itself. 

Typical  cases  and  situations  are  presented  through  assigned  readings,  class 
discussions,  and  the  text,  whereby  the  student  visualizes  the  functions  of  the 
business  manager  and  executive. 

The  following  subjects  are  considered:  The  field  of  business  adminis- 
tration  and  management;  conditions  determining  location  of  business;  chang- 
ing location;  location  planning;  administration  of  personnel;  measuring  aids 
of  personnel  administration;  organization  and  administration  of  personnel 
department;  administration  of  market  problems;  marketing  forces,  functions 
and  structures;  sales  management  and  administration;  the  work  of  the  pur- 
chasing department;  administration  of  finance;  the  manager's  relation  to 
financial  organization;  financial  policies  and  devices;  organization  for  finan- 
cial administration;  the  administration  of  production;  manufacturing  func- 
tions with  reference  to  control;  scientific  shop  management;  character  of 
business  problems  and  business  judgments;  forms  of  business  risk;  ways  of 
dealing  with  business  risks;  the  form  of  the  business  unit;  basic  features  of 
administration;  essentials  of  organization  and  management;  types  of  organi- 
zation; principles  of  management;  measuring  aids  of  control;  and  analysis 
of  business  cases. 
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Industrial  Management  (M-3) 

Two  hours  each  week  during  one  semester.     Credit,  2  semester  hours. 

This  course  deals  particularly  with  directing  the  application  of  the  forces 
of  labor  and  machinery  to  materials  for  the  efficient  production  of  a  com- 
modity. It  presents  to  the  student  the  fundamentals  of  industrial  adminis- 
tration and  management  from  the  viewpoint  of  efficient  production,  contented 
workers,  and  service  to  the  community.  The  following  subjects  are  dis- 
cussed, and  numerous  problems  to  illustrate  each  subject  are  put  before  the 
class  for  solution.  These  problems  include:  Industrial  organization;  types 
of  organization  and  departments;  buildings  and  equipment;  planning  the 
product;  handling  of  materials;  inventory  records;  production  control;  labor 
management;  the  foreman;  wages  and  incentives;  the  cost  department;  plan- 
ning department;  and  synchronizing  sales  and  production. 

The  viewpoint  of  the  average-size  industry  is  taken  throughout  this  course 
because  of  the  fact  that  the  student  body  represents,  for  the  most  part,  the 
medium-size  organization. 

Personnel  Management  (M-4) 

Two  hours  each  week  during  one  semester.     Credit,  2  semester  hours. 

The  purpose  of  this  course  is  to  set  forth  clearly  the  principles  and  the 
best  prevailing  practices  in  the  field  of  the  management  and  administration 
of  human  relations  in  business  and  industry.  Administrators  must  deal  with 
human  beings  whose  tendencies,  impulses,  reactions,  hopes  and  aspirations  are 
being  revealed  by  the  study  and  careful  observation  of  human  behavior.  The 
administration  of  proper  personnel  relationships  is  a  major  staff  function  and 
vitally  affects  the  well-being,  not  only  of  the  workers,  but  of  the  organiza- 
tion as  well. 

Among  the  subjects  considered  are  the  following:  The  field  of  personnel 
administration;  human  values  in  business  and  industry;  reasons  for  a  per- 
sonnel department;  functions  of  a  personnel  department;  sources  of  labor 
supply;  methods  of  selection  and  placement;  hours  and  working  period; 
health  of  the  worker;  a  safety  program;  standards  of  physical  working  con- 
ditions; training  executives;  training  employees;  arousing  interest  in  work; 
transfer  and  promotion;  shop  rules;  grievances  and  discharge;  job  analysis 
and  job  specifications;  supervision  and  control  of  job  analysis;  labor  turn- 
over; methods  of  factory  labor  analysis;  labor  audit  check  list;  wage  deter- 
mination; payment  plans  and  methods;  industrial  risks;  co-ordination  of 
staff  departments;  steady  work;  shop  committee  organization;  employees' 
associations;  business  value  of  the  collective  bargain;  employers'  association; 
national   industrial  councils;   and  industrial  government. 
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Credits  and  Collections  (M  5-6) 

Two  hours  each  week  throughout  the  year.      Credit,  4  semester  hours. 

This  course  is  conducted  in  co-operation  with  the  National  Institute  of 
Credit  and  the  local  Credit  Men's  Association.  The  purpose  of  this  course 
is  to  consider  credit  as  a  phase  of  business  management  intimately  related  to 
the  manufacturer,  the  merchant,  the  ultimate  consumer,  in  fact,  to  every  man 
who  is  concerned  with  selling  or  buying  commodities.  This  course  will 
show  the  possibilities  of  the  credit  department  as  a  factor  in  building  the 
business  upon  a  sound  financial  and  managerial  basis. 

Every  business  man,  as  well  as  credit  men,  should  possess  a  thorough 
knowledge  of  such  subjects  as:  Credit  obligations;  trade  acceptance;  finan- 
cial statements;  sources  of  information;  collection  correspondence;  adjust- 
ments and  causes  of  failure;  credit  insurance;  retail  credits;  collection  of 
retail  accounts;  bank  credits;  credit  problems;  collections;  adjustment  and 
extension;  insolvency;  bankruptcy;  law  and  proceedings;  proceedings  of 
creditors;  claims;  discharge  of  bankruptcy;  commercial  ethics;  distinguishing 
characteristics  of  a  successful  credit  manager;  and  the  National  Association 
of  Credit  Men. 

Business  Management  Problems  (M  7-8) 

Two  hours  each  week  throughout  the  year.     Credit,  4  semester  hours. 

The  tests  of  the  principles  of  scientific  organization  and  management  are 
applied  in  this  course  to  practical  and  fundamental  problems  in  the  adminis- 
tration and  management  of  business  and  industrial  enterprises.  Throughout 
the  course  special  attention  is  given  to  the  determination  of  proper  procedure, 
control,  and  policies.  Fundamental  weaknesses  and  difficulties  experienced  in 
various  types  of  organizations  are  presented  in  such  an  objective  manner  as 
will  develop  the  ability  to  analyze,  present  solutions,  and  make  recommen- 
dations for  remedies.  Problems  used  in  this  course  are  drawn  from  actual 
situations  experienced  in  the  management  of  typical  business  activities. 

The  following  are  some  of  the  problems  to  be  considered:  The  method 
of  approach  to  business  problems;  the  co-ordination  of  various  departments; 
planning  and  production;  standardization  of  processes;  statistical  records  and 
reports;  personnel  and  labor  problems;  function  of  the  purchasing  depart- 
ment; traffic  and  transportation  problems;  cost  schedules  and  systems;  dis- 
tribution of  overhead;  budgetary  control  in  relation  to  administration  and 
management;  anticipating  business  conditions  through  estimates  based  upon 
statistical  information;  sales  management  in  relation  to  the  administration 
of  the  business;  branch  house  operation;  financial  and  credit  problems; 
accounting   organization    and    administration;    duties    of   the    executive;    the 
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executive  and  boards  of  control;   and  analysis  and  interpretation  of  execu- 
tive reports. 

Retail  Store  Management  (M  9-10) 

Two  hours  each  week  throughout  the  year.     Credit,  4  semester  hours. 

This  course  aims  to  present  by  means  of  carefully  selected  cases  the 
management  problems  arising  in  the  operation  of  a  retail  store.  Emphasis 
is  given  to  three  major  types  of  retail  store,  namely,  the  department  store, 
the  small  retail  store,  and  the  chain  store.  The  problems  and  cases  are 
selected  with  a  view  to  bringing  out  the  important  factors  in  retailing  and  to 
illustrate  the  application  of  recognized  principles  to  merchandising  and  store 
management. 

The  follov/ing  subjects  are  treated:  Store  location;  layout;  organization 
and  equipment;  selling  problems,  such  as  advertising,  display,  supervision 
of  sales  force,  credit,  returns  and  allowances,  delivery,  complaints  and  ad- 
justments, and  personal  service;  personnel  problems  of  executives  and  non- 
executives;  training  and  education  of  staff;  stock  problems,  including  trans- 
portation, receiving,  marking,  reserve  stock,  stock  records,  and  inventories; 
statistics  in  selling,  stock,  buying,  personnel,  financial  and  general  operating; 
buying  problems,  such  as  organization,  plans,  sources,  methods,  terms  and  dis- 
counts; accounting  problems  involving  classification  of  accounts  and  distribu- 
tion of  operating  expenses;  and  administrative  problems,  such  as  price  poli- 
cies, merchandise  classification,  stock  control,  insurance,  taxation,  finances, 
and  executive  functions. 


REAL  ESTATE  (R  E) 

Real  Estate  Practice  (RE-i) 

Two  hours  each  week  during  one  semester.     Credit,  2  semester  hours. 

This  course  covers  the  fundamentals  of  modern  real  estate  practice  and 
methods  and  lays  a  foundation  for  future  study  and  practice.  It  deals  with 
real,  practical,  every-day  problems  which  have  been  faced  and  solved  and 
which  every  real  estate  man  or  property  owner  may  encounter  at  some  time. 
The  following  topics  among  others  are  given  attention  in  this  course:  Valua- 
tion of  real  estate;  financing  transactions;  abstracting,  renting,  leasing,  and 
property  management;  taxation  of  real  estate;  zoning  and  city  planning; 
subdivision  developments;  real  estate  advertising;  fire  insurance;  building 
operations;  and  real  estate  office  organization. 
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Real  Estate  Law  (R  E-3) 

Two  hours  each  week  during  one  semester.     Credit,  2  semester  hours. 

The  course  material  has  been  carefully  selected  from  the  laws  of  the 
State  by  a  real  estate  lawyer.  This  material  is  presented  in  lectures.  The 
second  hour  of  each  two-hour  period  is  spent  in  citing  applications,  in  ex- 
plaining points  which  were  not  clear,  and  in  discussion. 

During  the  sixteen  two-hour  sessions  of  this  class  the  following  subjects 
are  covered:  Contracts;  statute  of  frauds;  land  contracts;  deeds;  mortgages; 
mortgage  deeds  of  trust;  leaseholds;  short  term  leases;  long  term  leases;  the 
law  of  agency;  descent  of  real  property;  taxes  and  assessments;  evidences  of 
title;  and  restrictions  upon  the  use  of  land.  A  general  review  and  examina- 
tion are  given  in  the  seventeenth  session  of  the  class. 

Real  Estate  Selling  (R  E-2) 

Two  hours  each  week  during  one  semester.     Credit,  2  semester  hours. 

During  the  first  part  of  this  course  emphasis  will  be  placed  upon  the 
study  of  fundamentals  of  salesmanship.  During  the  latter  part  of  the  course 
particular  attention  will  be  given  to  the  application  of  salesmanship  princi- 
ples to  specific  problems  and  transactions  arising  in  the  handling  of  real 
estate. 
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RULES   AND    REGULATIONS 

ADMISSION  REQUIREMENTS 

The  courses  offered  by  the  Department  of  Commerce  and  Finance 
of  New  Haven  College  are  open  to  both  men  and  women  who  have 
sufficient  preliminary  education  and  experience  to  pursue  the  work 
profitably.  All  applicants  for  admission  will  be  required  to  file  with 
the  Admission  Committee  application  blanks,  which  may  be  secured 
at  the  office  of  the  College.  Following  acceptance  of  the  application 
by  the  Admission  Committee  students  will  be  enrolled  as  either  (a) 
Regular  or  (b)  Special  students.  Applicants  under  eighteen  years  of 
age  will  be  required  to  complete  such  preliminary  work  as  may  be  out- 
lined by  the  Admission  Committee. 

a.  Regular  Students.  All  applicants  for  the  two  and  three-year  courses 
as  outlined  in  the  catalogue  will  be  enrolled  as  regular  students,  provided  the 
following  requirements  are  met: 

1.  The  applicant  must  be  eighteen  years  of  age  or  over. 

2.  A  graduate  from  an  approved  day  high  school  or  school  of  equal 
grade  or  have  completed  1 5  units  of  work  in  an  approved  high  school 
or  school  of  equal  grade. 

b.  Sfecial  Students.  All  other  applicants  who  fail  to  meet  the  above 
requirements  will  be  classified  as  special  students,  whether  taking  single  sub- 
jects or  groups  of  subjects.  A  special  student  may,  however,  obtain  re- 
classification as  a  regular  student  subject  to  the  approval  of  the  Director 
under  the  following  conditions: 

Students  twenty-one  years  of  age  or  over  who  have  had  satisfactory  busi- 
ness experience  may  take  a  special  intelligence  and  qualification  test  and 
qualify  for  re-classification  as  a  regular  student  by  passing  the  test  with  a 
score  indicating  the  general  intelligence  expected  of  regular  students. 

The  New  Haven  Preparatory  School  conducted  under  the  general 
administration  of  the  College  provides  specially  adapted  facilities  for 
those  applicants  to  the  College  whose  admission  requirements  are  de- 
ficient. 
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ADVANCED  STANDING 

1.  B\  Trmujer  of  Credit. 

Credit  for  advanced  standing  in  the  College  may  be  given  for 
work  completed  in  other  approved  colleges  and  universities  if  such 
work  is  similar  in  content  and  character  to  corresponding  courses  in  the 
Department  of  Commerce  and  Finance.  Irrespective  of  the  amount 
of  credit  earned  in  other  institutions,  students  must  complete  at  least 
one  year's  work  (twelve  semester  hours)  in  the  College  before  receiv- 
ing the  diploma.  Candidates  for  advanced  standing  must  file  certifi- 
cates upon  which  transfer  credit  may  be  based  with  their  application 
for  admission.  A  copy  of  a  marked  catalogue  of  the  institution  from 
which  transfer  is  sought  should  accompany  the  transcript  of  record 
showing  those  courses  for  which  credit  is  desired. 

2.  B\  Examination. 

Applicants  who  are  seeking  admission  to  the  College  and  who  de- 
sire to  secure  Advanced  Standing  Credit  must  meet  the  following  con- 
ditions: 

a.  A  written  application  for  examination  on  proper  forms  secured  from 
the  College  office,  must  be  presented  to  the  Director.  In  arriving  at  its 
decision,  the  Committee  will  take  into  account  previous  training,  business 
experience,  and  other  factors  showing  the  applicant's  preparation  and  ability 
in  the  subject  or  subjects  in  which  Advanced  Standing  Credit  is  sought. 

b.  A  grade  of  75  per  cent  must  be  obtained  in  the  examination  in  order 
to  secure  credit  for  a  subject. 

c.  Not  more  than  twelve  semester  hours  of  Advanced  Standing  Credit 
will  be  allowed  by  means  of  examination. 

d.  The  same  subject  cannot  be  offered  both  for  admission  credit  and 
as  a  basis  for  an  advanced  standing  examination. 

Advanced  Standing  in  certain  cases  may  be  secured  by  examination 
so  as  to  complete  a  three-year  curriculum  in  two  years.  Applicants 
who  have  had  satisfactory  training  or  experience  in  bookkeeping  or  ac- 
counting are  frequently  able  to  secure  advanced  standing  credit  in 
Accounting  1-2  and  in  some  cases  Accounting  3-4,  and  by  taking  ex- 
aminations in  other  required  subjects  or  by  taking  added  subjects  each 
year  can  meet  all  requirements  for  graduation  in  two  years. 
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REGISTRATION 

Students  are  urged  to  register  early  in  the  season  and  so  avoid  the 
rush  and  delay  that  comes  during  the  opening  week.  The  College  can 
give  each  individual  better  service  in  completing  registration  if  this  is 
attended  to  before  the  opening  week.  Students  should  file  their  appli- 
cation for  admission  at  once  so  that  their  status  may  be  determined  as 
early  as  possible.  Transcripts  showing  previous  education  must  be 
secured  by  the  College  office,  and  the  application  must  be  acted  upon 
by  the  Committee  on  Admission  before  a  student's  status  can  be  deter- 
mined. This  naturally  requires  considerable  time.  All  students  who 
have  applied  for  admission  and  have  not  been  notified  of  their  stand- 
ing before  College  opens  should  report  for  class  work  upon  the  open- 
ing week  unless  notified  to  the  contrary. 

Each  student  entering  the  College  for  the  first  time  should  follow 
this  procedure  in  completing  registration: 

1.  Either  in  person  or  by  mail,  file  the  application  for  admission  on 
the  blank  provided  by  the  College  office,  accompanied  by  the  five  dollar 
($5.00)  application  fee. 

2.  Report  to  the  College  office  in  person  on  or  before  the  opening  date 
to  fill  out  such  additional  enrollment  forms  as  are  required.  At  this  time 
the  student  should  arrange  his  program  of  work  and  as  far  as  possible  adjust 
all  matters  regarding  his  status. 

LATE  REGISTRATION 

Students  should  avoid  late  registration.  It  is  most  important  that 
they  be  present  at  the  first  class  sessions  if  they  are  to  be  most  success- 
ful in  their  studies  for  the  year.  Those  who  find  it  necessary  to  regis- 
ter late  may  be  permitted  to  enter  the  College  provided  they  have  not 
lost  so  much  work  as  to  render  it  impossible  for  them  to  proceed  with 
the  courses. 

TUITION  AND  OTHER  FEES 

Afflication  Fee  $5 .00 

This  fee  is  payable  but  once,  and  only  upon  initial  application  for 
admission  to  the  College,  irrespective  of  the  number  of  subjects  pur- 
sued. 
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Yearly  Tuition  Fee  for  Freshman  Class  (Class  of  iQ2g)  : 

Full   course    $111.00 

This  fee  is  payable  as  follows: 

September    15 $35.00 

November    i    25.00 

January    15 26.00 

March    15    25.00 


$11  1. 00 

A  full  course  implies  attending  three  evenings  each  week  two 
hours  each  evening  throughout  the  year. 

Tuition  Fee   (Single  Subjects)  per  semester $20.00 

Students  who  desire  to  review  or  are  required  to  repeat  courses 
because  of  failures  are  allowed  one-half  of  the  regular  tuition  rates. 

Examinations. 

For   re-classification    examination $2.00 

For  advanced  standing  examination 2.00 

Graduation  Fee   10.00 

This  graduation  fee  is  required  of  all  seniors  who  have  filed  ap- 
plication for  the  diploma,  and  is  payable  on  or  before  March  I  of  the 
year  when  the  diploma  is  granted. 

Certificate  of  Proficiency    $5.00 


WITHDRAWALS  AND   REFUNDS 

Students  who  are  forced  to  withdraw  from  the  College  are  re- 
quested to  notify  the  office  in  writing  to  this  effect  and  to  give  theif 
reasons  for  so  doing.      This  notification  should  be  given  promptly. 

Since  the  College  assumes  the  obligation  of  carrying  the  student 
throughout  the  year  from  the  time  of  registration,  and  provides  the 
instruction  and  accommodations  on  a  yearly  basis,  the  Executive  Coun- 
cil of  the  College  has  ruled  as  follows: 
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A.  Applications  for  refunds  must  be  presented  within  sixty  days  after 
withdrawal  from  the  College. 

B.  Credits  and  refunds  will  be  granted  only  as  stated  below: 

1.  Cash  refunds  may  be  granted  in  cases  where  students  are  com- 
pelled to  withdraw  on  account  of  personal  illness.  The  appli- 
cation must  be  accompanied  by  a  satisfactory  certificate  from  a 
physician. 

2.  In  case  a  student  is  sent  out  of  the  city  permanently  by  his  em- 
ployer, or  is  compelled  to  change  his  working  hours  so  as  to 
prevent  his  continuance  in  the  College,  a  refund  may  be  granted, 
provided  the  application  is  accompanied  by  a  satisfactory  state- 
ment from  the  firm. 

3.  Tuition  not  refunded  or  used  may  be  applied  upon  subsequent 
courses  pursued  In  the  College,  providing  such  courses  are  taken 
within  two  years  from  the  date  of  the  student's  withdrawal. 

C.  The  application  fee  will  not  be  refunded  unless  a  student  is  forced 
to  withdraw  because  of  non-acceptance  by  the  College,  in  which  case  one- 
half  of  the  fee,  or  $2.50,  will  be  returned. 


REQUIREMENTS  FOR  DIPLOMA 

A.      Candidates  for  a  diploma  of  New  Haven  College  must  satisfy 
the  following  requirements: 

1.  Formal  application  for  graduation  must  be  made  in  the  year  in  which 
they  plan  to  receive  the  diploma  and  at  such  time  and  upon  such 
forms  as  may  be  required  by  the  College  office. 

2.  Students  must  have  met  the  admission  requirements  and  have  been 
admitted  to  the  College  as  a  regular  student  in  candidacy  for  the 
diploma. 

3.  They  must  have  secured  a  minimum  credit  of  thirty-six  semester 
hours.  (A  semester  hour  is  the  unit  of  credit  which  indicates  satis- 
factory completion  of  one  sixty-minute  period  of  classroom  work  or 
its  equivalent  per  week  for  one  semester  of  seventeen  weeks.  A 
course  which  meets  120  minutes  per  week  throughout  one  semester 
receives  a  credit  value  of  two  semester  hours). 
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THE  CERTIFICATE  OF  PROFICIENCY 

A  candidate  for  the  Certificate  of  Proficiency  must  meet  the  fol- 
lowing requirements: 

1.  The  candidate  must  have   met  the  same   admission  requirements  as 
students  who  are  admitted  to  the  School  as  candidates  for  the  diploma. 

2.  He  must  have  secured  a  minimum  credit  of   twenty-four  semester 
hours  in  one  of  the  prescribed  two-year  courses  of  study. 


GRADUATION  WITH  HONORS 

Honors  are  based  upon  the  excellence  of  the  work  performed  by 
students  in  the  School.  Two  honorary  distinctions  are  conferred  upon 
properly  qualified  students  upon  graduation: 

a.  High  honors  are  conferred  upon  those  who  complete  all  term  work 
and  examinations  throughout  their  course  with  at  least  90%  of  A's  and  no 
marks  below  B. 

b.  Honors  upon  those  who  complete  all  term  work  and  examinations 
throughout  their  course  with  at  least  50%  of  A's  and  of  the  balance  75% 
of  B  grade.     These  honors  are  subject  to  further  conditions  as  follows: 

1.  The  work  must  be  completed  in  three  academic  vears. 

2.  Courses  credited   by  advanced  standing,  whether  by  transfer  or  by 
examination,  will  be  eliminated  in  determining  honors. 


THE  SCHOOL  YEAR 

The  school  year  is  thirty-four  weeks  in  length,  exclusive  of  the 
time  allowed  for  vacation,  and  is  divided  into  two  semesters  of  seven- 
teen weeks  each.  The  last  week  of  each  semester  is  devoted  to  exam- 
inations. 

ATTENDANCE  REQUIREMENTS 
I.      A  student  must  attend  at  least  75%  of  the  sessions  in  a  course  to  be 
permitted  to  take  the  final  examination  in  the  course  except  under  the  follow- 
ing conditions: 

a.     Where  attendance  has  not  been  less  than  60%   of  the  sessions  the 
student  may  receive  permission  to  take  the  final  examination,  pro- 
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vided  he  can  furnish  to  the  Committee  on  Attendance  a  satisfactory 
excuse  for  the  absence  under  75%  attendance, 

b.     A  grade  of   70  must  be  attained  in  the  final  examination  by  such 
students  in  order  to  pass  the  course. 

2.  A  student  must  have  a  total  attendance  of  at  least  two-thirds  of  all 
sessions  scheduled  for  him  in  a  given  year  in  order  to  be  enrolled  the  year 
following  as   a  regular  student. 

3.  A  student  must  have  a  total  attendance  of  at  least  two-thirds  of  all 
sessions  scheduled  for  him  in  his  entire  courses  in  order  to  satisfy  the  attend- 
ance requirements  for  his  diploma.      No  exception  is  made  to  this  rule. 

4.  In  order  to  receive  credit  for  attendance  at  a  session,  a  student  must 
be  present  in  the  classroom  during  the  entire  period  unless  upon  satisfactory 
excuse,  his  presence  for  a  shorter  period  is  accepted  by  the  Committee  on 
Attendance. 

TERM  WORK 

1.  In  the  following  courses  systematic  problems  and  assigned  written 
work  to  be  completed  outside  of  class  hours  is  required: 

All  Accounting  Courses  Business  Management  Problems 

English  Courses  Credit  and  Collections 

Business  Reports  Marketing  Reports 

Business  Statistics  Retail  Store  Management 

Advertising  Principles  Advertising  and  Sales  Campaigns 

In  courses  not  named  above,  the  instructor  may  require  from  time  to  time 
assigned  written  work  to  be  done  outside  of  class  hours. 

2.  In  those  courses  where  systematic  problems  and  assigned  written 
home  work  is  required,  the  student  must  receive  a  passing  grade  both  in 
term  work  and  the  final  examination  in  order  to  receive  credit  in  the  course. 
Students  failing  to  attain  a  passing  grade  for  term  work  will  be  required  to 
repeat  the  entire  course  if  credit  is  desired. 

3.  In  those  courses  where  no  systematic  problem  and  assigned  written 
home  work  is  required,  the  mid-year  and  final  examinations  shall  be  the 
determining  factors  as  to  the  student's  success  in  the  course.  In  half-year 
courses  the  final  examination  shall  be  the  sole  determining  factor;  in  full- 
year  courses,  the  mid-year  examination  shall  count  as  one-third  and  the  final 
examination  as  two-thirds  in  computing  the  final  grade,  but  at  the  discret-ion 
of  the  instructor  class  discussion  and  written  tests  may  enter  into  the  deter- 
mination of  the  final  grade. 
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4.  Deduction  will  be  made  from  written  assignments  lacking  proper 
form,  logical  arrangement  and  structure,  and  good  spelling.  Students  per- 
sistently doing  poor  work  in  English  will  be  required  to  complete  additional 
study  and  practice  in  English  composition  before  being  permitted  to  receive 
the  diploma  from  the  College. 

ASSIGNED  HOME  WORK— CURRENT  AND  LATE 

In  courses  where  systematic  problems  and  assigned  written  work 
are  required,  the  director  in  conference  with  each  individual  instructor 
may  determine  the  time  limits  and  conditions  under  which  such  work 
is  to  be  completed.  Credit  in  a  course  is  dependent  upon  the  prompt- 
ness and  resularitv  with  which  such  work  is  turned  in. 


EXAMINATIONS 

1.  Final  examinations  are  required  upon  completion  of  all  courses. 

2.  Mid-year  examinations  are  required  at  the  close  of  the  first  semester 
in  all  full-year  courses. 

3.  Under  no  circumstances  will  special  examinations  be  given  in  any 
course.  Students  desiring  to  take  examinations  must  either  take  the  regular 
scheduled  examinations  at  the  end  of  each  course,  or  the  regular  make-up 
examinations  as  scheduled. 

4.  One  make-up  examination  is  allowed  for  the  final  examination  in 
each  course  and  is  given  regularly  every  year,  those  in  Senior  subjects  in  the 
spring  and  those  in  Junior,  Sophomore  and  Freshman  subjects  in  September. 
For  those  who  fail  to  take  or  fail  to  pass  the  final  examination  in  a  semester 
course  at  mid-year,  a  make-up  examination  will  be  given  within  one  month 
after  the  grades  are  reported.  A  student  may  take  as  a  make-up  any  final 
examination  corresponding  to  the  one  in  which  he  has  failed. 

5.  Make-up  examinations  for  those  who  fail  in  mid-year  examinations 
will  be  provided  within  one  month  after  the  grades  are  reported.  Students 
failing  to  take  a  mid-year  examination  or  an  examination  at  the  make-up 
period  will  be  given  a  grade  of  zero  (o)  for  the  mid-year  examination. 

6.  The  examination  grade  of  a  full-year  course  is  determined  by  count- 
ing the  mid-year  examination  as  one-third  and  the  final  examination,  which 
will  be  a  comprehensive  examination  covering  the  whole  year's  work,  as  two- 
thirds. 
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7.  No  student  will  be  granted  credit  for  any  course  unless  he  has 
received  a  passing  grade  in  the  final  examination.  In  full-year  courses, 
failure  of  the  mid-year  examination  does  not  necessarily  presuppose  failure 
in  the  course,  provided  the  final  examination  is  of  passing  grade  and  the  ex- 
amination grade  referred  to  in  Rule  6  (above)   is  satisfactory. 

8.  A  student  who  has  failed  in  a  course  must  remove  his  condition  not 
later  than  September  of  the  year  following  that  in  which  his  failure  occurs. 

9.  A  student  who  fails  in  a  final  examination  of  a  given  course  receives 
credit  for  only  60  per  cent  in  the  make-up,  even  if  he  obtains  a  higher 
grade  in  the  make-up  examination. 

10.  Failure  on  the  make-up  examination  or  in  the  term  work  requires 
the  student  to  repeat  the  entire  course. 

11.  The  receipt  of  a  passing  mark  in  a  course  prevents  a  student  from 
any  further  examination  in  that  course. 

12.  If  a  student  for  good  cause  does  not  take  a  final  or  mid-year  exam- 
ination, he  may  take  it  at  the  next  scheduled  examination  in  the  subject  and 
receive  credit  as  for  a  first  examination. 

13.  For  each  make-up  examination  taken  by  students  who  were  unable 
to  take  the  first  examination,  or  who  have  failed  in  the  previous  examina- 
tion, a  fee  of  two  dollars  ($2.00),  payable  in  advance,  is  charged.  A  receipt 
must  be  presented  to  the  person  in  charge  of  the  examination. 

14.  Mid-year  examination  books  and  papers  may  be  returned  to  the 
students  at  the  discretion  of  the  instructor.  Final  examination  books  are  not 
returned,  but  may  be  seen  at  the  office  not  later  than  one  month  after  grades 
have  been  sent  out. 

TESTS 

1.  Each  class  test  not  taken  by  a  student  will  count  as  zero.  Make-up 
tests  may  be  given  at  the  discretion  of  the  instructor. 

2.  On  each  test  failed  the  student  will  receive  the  grade  given. 

3.  Make-up  tests  for  the  purpose  of  raising  grades  are  not  permitted. 

REMOVAL  OF  CONDITIONS. 

1.  No  credit  is  given  in  the  same  subject  toward  removal  of  entrance 
conditions  and  completion  of  credits  toward  the  diploma. 

2.  Any  student  who  fails  to  pass  a  sufficient  number  of  courses  during 
two  successive  years  may  be  dropped  from  the  College  or  required  to  meet 
such  conditions  as  are  deemed  advisable  bv  the  Committee  on  Administration. 
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3.  No  student  who  fails  to  receive  his  diploma  in  due  course,  on  ac- 
count of  Department  of  Commerce  and  Finance  conditions,  will  be  permitted 
to  remove  his  conditions  and  receive  his  diploma  later  than  two  years  after 
the  graduation  of  his  regular  class,  except  by  special  authorization. 

4.  Repeating  any  course  involves  complete  repetition,  as  if  the  work 
were  being  taken  for  the  first  time. 

5.  Upon  the  student  rests  the  responsibility  of  ascertaining  whether  he 
has  either  academic  or  collegiate  conditions  and  what  must  be  done  to  re- 
move them. 


GRADES 

The  following  system  of  grading  is  in  use  and  applies  both  to  ex- 
aminations and  term  work: 

A — go- 1 00  inclusive  (Superior  work) 

B— 80-   89  "  (Good  work) 

C — 70-  79  "  (Fair  or  average  work) 

D — 60-  69  "  (Lowest  passing  grade) 

*F — 50-   59  "  (Conditional  failure) 

**F —  o-  49  "  (Complete  failure) 

*  Students  receiving  an  "F"  or  conditional  failure  in  an  examination 
may  remove  the  condition  by  repeating  the  examination  when  it  is  next 
given  or  at  the  time  of  the  condition  examinations  in  September  of  the  next 
year.  Conditional  failures  (F)  are  not  permitted  for  term  or  home  work. 
A  student  either  passes  or  completely  fails  his  term  work.  Complete  failure 
of  term  work  means  repeating  the  entire  course. 

**  A  complete  failure  (FF)  in  an  examination  may  be  made  up  only 
bv  repeating  the  entire  course,  including  term  work,  examination,  and  neces- 
sary attendance. 

Deficiency  reports  are  issued  twice  a  year,  on  or  about  December 
I,  and  April  I. 

Grade  reports  are  mailed  to  the  students  from  the  office  of  the 
College.  Under  no  circumstances  are  grades  given  out  over  the  tele- 
phone. 
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EXPENSES  FOR  BOOKS  AND  MATERIALS 

The  expenses  for  books  and  materials  vary  according  to  the  course 
or  group  of  subjects  taken.  The  minimum  is  approximately  $3  and 
the  maximum  about  $20  for  a  year. 

NOTIFICATIONS 

Notify  the  office  immediately: 

1.  Of  change  of  address. 

2.  Of  withdrawal  from  any  course,  otherwise,  the  fee  for  that  course 
will  be  charged. 

3.  Of   withdrawal    from    the   school,   giving    date   of   the   last   lecture 
attended. 


THE  Y.  M.  C.  A. 

New  Haven  College  is  conducted  by  the  Young  Men's  Christian 
Association  which  is  non-sectarian  but  thoroughly  Christian  in  char- 
acter. Students  are  encouraged  to  participate  in  the  activities  of  the 
Association  so  far  as  is  consistent  with  their  own  particular  religious 
beliefs.  However,  a  student  should  not  hesitate  about  entering  the 
College  because  of  religious  faith.  No  attempt  is  made  to  influence 
one  to  participate  in  activities  which  are  contrary  to  the  tenets  of  his 
particular  religion.  Students  are  cordially  welcomed  and  urged  to 
participate  in  all  the  activities  of  the  Y.  M.  C.  A.,  and  it  is  hoped  that 
they  will  feel  free  to  do  so  to  the  largest  extent  possible. 

Students  in  New  Haven  College  may  secure  Y.  M.  C.  A.  gymna- 
sium privileges  at  a  special  student's  rate.  There  are  special  rates  for 
men  who  wish  the  use  of  the  pool  and  showers  during  the  summer 
months  only.     Particulars  may  be  obtained  at  the  ofl'ice. 

SCHOOL  ACTIVITIES 

The  worthwhileness  of  wholesome  social  activities  among  students 
is  recognized  by  the  school  authorities,  and  students  are  encouraged  to 
'form  organizations  which  will  stimulate  the  best  types  of  social  activi- 
ties.    The  evening  school  student  naturally  finds  the  time  which  he 
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can  give  to  activities  outside  of  his  required  work  limited,  and  for  this 
reason  his  program  of  activities  must  be  selected  with  care  and  judg- 
ment. 

EMPLOYMENT  SERVICE 

While  the  College  does  not  promise  definite  employment,  every 
effort  is  made  to  render  the  most  effective  type  of  service  to  students 
and  alumni  alike.  This  phase  of  service  is  in  charge  of  the  College 
office  and  all  requests  for  placement  in  positions  should  be  referred  to 
the  office. 
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